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1 While the TOP assessment is 
designed to provide feedback on 
"providers" and what they do well, 
does this also apply to Resource 
Homes?  Will it be used for 
matching purposes? 
 

Yes, this applies to Resource Homes.  TOP can 
potentially be used to make structured decisions 
around placement and individualized treatment 
planning, as well as assist with matching to 
specific Resource Parents after enough data is 
collected on each home.   

2 The Iowa TOP Protocol states 
parents should always be invited to 
complete the TOP 
assessment.  What if a parent does 
not have regular contact with the 
child or has very limited knowledge 
of the child? 

An invitation should be made to parents in an 
effort to actively engage them in their child's 
planning even if their current knowledge about 
the child is not complete.  If assigned workers 
have made this attempt and are still not 
successful, it is reasonable for the assigned 
worker to cease pursuing a response for that 
review period.  The Multi-Rater Report shows a 
range of opinions and can be used to help a 
parent understand how their child is functioning, 
even if their scoring appears to be incomplete. 

3 The Iowa TOP Protocol outlines 
junctures when the TOP 
assessment is to be 
completed.  What if a child is having 
a hard time at a residential program 
or in a foster home and the provider 
requests the assessment be 
completed at more frequent 
junctures?  

The TOP assessment may be completed more 
frequently than outlined in the Iowa TOP 
Protocol but would have to be done so in 
coordination with the assigned worker. 

4 Does the TOP assessment need to 
be completed on DHS/JCS children 
placed out of state (e.g.,  ICPC 
cases)? 
 

The TOP assessment is to be completed on 
DHS/JCS placements in out of state facilities 
only and does not apply to out of state 
placements with relatives, parents, etc. 

5 If a child goes into detention or the 
Eldora State Training School, does 
a TOP assessment need to be 
completed?  

No, not at this time.  

6 The WellnessCheck (TOP) system Yes, there will be a daily case update run 
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is supposed to populate existing 
placement cases from FACS prior to 
training on TOP so assigned 
workers will be able to complete 
work on live cases.  Will FACS and 
WellnessCheck continue to work 
together and update?  Will the 
WellnessCheck system remain live 
for them so they can complete TOP 
on each of their placed children after 
training? 
 

between FACS and WellnessCheck.  Yes, the 
portal staff uses to access their cases during 
training will be the same portal they use to 
access cases indefinitely. 

7 For cases that have a current 
placement, what is the expectation 
for completing the TOP 
assessment?  
 

A baseline TOP assessment should be 
completed for all cases the assigned worker 
anticipates will still be placed on July 1, 2017.    
A CM, CR, and CS should be completed on 
these cases by no later than July 31, 2017.  After 
the initial baseline TOP is completed, it is 
expected the TOP will be completed at the 
junctures outlined in the Iowa TOP Protocol.   

8 Can we start informing our families 
and service providers about the 
TOP assessment and that they 
might be receiving a link to complete 
one in the near future?  If we have 
these conversations with our 
families and service providers in 
May then we could start sending 
assessment request links to them as 
early as the day of training, is that 
correct?  

Yes to both questions.  Please refer to the 
communication documents provided to the 
Service Area Implementation Teams for training 
and dissemination purposes - "Brief TOP 
Communication" and "Brief TOP Talking Points." 

9 Does the income question on the 
CR form refer to the income of the 
child or the income of the 
household? 

This question refers to the household income.   

10 
 

Will each Service Area develop its 
own protocol to determine when the 
CPW vs. the SWCM is to complete 
initial case setup in WellnessCheck, 
or will this be supervisory 
discretion? 

Where initial case setup falls within the Life of 
the Case will determine who is responsible to 
complete it in WellnessCheck. 

11 Does the CM need to be updated 
each time a CS sent out?  

Both the CM and CR need to be verified/updated 
and saved prior to new CS forms being 
distributed and completed.   CM forms that are 
not verified/updated and saved prior to new CS 
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forms being completed will create errors in 
corresponding TOP reports. 

12 Can backup access be designated 
in WellnessCheck in case an 
assigned worker is out and 
something needs to be completed 
on a youth?  Will Supervisors be 
able to access their worker 
dashboards and alerts? 

Supervisors have full view and control of their 
workers' WellnessCheck accounts and can 
complete or re-assign forms for others to 
complete as needed (refer as well to Service 
Area protocols related to backup).  Supervisors 
receive critical alerts on all cases assigned to 
their workers, and can opt to receive all emails 
sent to their workers from WellnessCheck.  It is 
recommended Supervisors opt to receive all 
emails to their workers for a couple of months to 
ensure system workflow is functioning as it 
should for each worker.   

13 Because TOP scoring involves 
multiple persons involved in the 
child's team and produces a report, 
can this be used as an internal DHS 
Foster Care Review (e.g., a 504 
code in FACS for AFCARS 
reviews)? 

No. 

14 The TOP assessment appears to 
provide us a better understanding of 
the child's status than the current 
Behavioral Checklist which has 
different levels of funding tied to 
outcomes.   Does the TOP 
assessment replace that form?   

The TOP assessment does not replace the 
Behavioral Checklist form at this time.   

15 
 
 

Is there a way the TOP assessment 
could replace any of the following - 
the Behavioral Checklist for Foster 
Parents, the Risk Assessment Tool, 
or portions of the Case Permanency 
Plan Part C. 

No, the tools and assessments listed serve 
different purposes. 

16 Will there no longer be a “special 
needs” rating for kids in foster 
homes? 

As of July 1, the special needs rating in place will 
continue.  It is expected that TOP will replace the 
“Foster Child Behavioral Assessment” in the 
future. 

17 How will TOP be used to develop 
Corrective Action Plans with 
providers to move toward keeping 
kids local? 

It is not anticipated that TOP will be used to 
develop Corrective Action Plans about providers. 

18 Is TOP user friendly for those not 
trained in it? 

Yes 
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19 Will we use TOP outside of 
placements? 

TOP is used when children ages 3 and older are 
placed in out of home care where DHS or JCS 
has responsibility for placement and care. TOP 
also may be conducted under other case 
circumstances if the assigned worker and/or 
supervisor feel it would be appropriate. 

20 Do we need to conduct a TOP 
assessment on kids on Trial Home 
Visit? 
 

Yes, the assigned worker is to coordinate the 
completion of the Clinical Scales (CS) form by 
pertinent others for every child in out of home 
placement every 90 days until reunification, 
including Trial Home Visits.  Please see the Iowa 
TOP Protocol for more information on this topic. 

21 At what points in a case may TOP 
be discontinued?  At case 
closure?  During Trial Home Visits? 

TOP may be discontinued when the case has 
closed in FACS and the Supervisor makes the 
determination that TOP is no longer required.  
The Supervisor will then go to the assigned 
worker's dashboard and inactivate the child from 
WellnessCheck.  See above regarding Trial 
Home Visits. 

22 Who in each Service Area and 
Judicial District will receive the 
critical alert and what are the 
expectations of follow up by the 
worker or administrator? 

The assigned worker and their Supervisor 
receive the critical alert.  DHS is currently 
exploring the use of Service Area specific 
SharePoint sites which will allow them to 
designate and manage automated alerts to 
additional DHS staff.  See the Iowa TOP 
Protocol for response expectations to critical 
alerts. 

23 The TOP assessment is dependent 
on worker data input (e.g., setting 
when the next review is due).  What 
are expectations for Supervisors to 
track this?  What are the next steps 
if staff are not completing this timely 
per the protocol? 

We want Supervisors to take the lead in 
monitoring the utilization of TOP and coaching 
the use of TOP in practice.  The initial post-
training webinar in July will focus on this.  There 
are history queries that will show a Supervisor 
what work has been completed for each 
worker.  Additionally, Supervisors have "full 
view" of their workers' dashboards and can see if 
records are incomplete or if raters have been 
entered and invited.  More information related 
information on this topic can be found in the TOP 
Manual. 

24 Who is required to sign a release to 
participate in TOP and/or to receive 
the TOP Multi-Rater Report? 

No one is required to sign a release to 
participate in the TOP Clinical Scales (CS) 
assessment.  Raters are selected and invited to 
participate based on their involvement with the 
child/family and the value they bring to the 
assessment process.  Once the CS is completed 
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and the Multi Rater Report is generated, the 
following persons can receive a copy of the 
report: the assigned worker/Supervisor, 
contracted provider(s) on the case, the child's 
parent/legal guardian (unless determined it 
would adversely affect the child), and the youth if 
they are age 12 or older or as developmentally 
appropriate.  A Consent  to Release information 
would need to be obtained to release the Multi 
Rater Report to a therapist or other person that 
would not automatically have access to case 
information (e.g., mentor, etc.). 

25 Can the Multi Rater Report be 
shared with GALS, parent's 
attorneys, or other court personnel?  
If so, how? 

When sharing information with other raters and 
stakeholders at team meetings, staffings, 
FTDMs/YTDMs, in Court reports, and in the 
Case Permanency Plan, the assigned worker 
should only summarize pertinent information 
found in the Multi Rater Report.  The Multi Rater 
Report should not be shared in its entirety with 
anyone other than the raters that participated in 
the assessment of the child.  Specific raters 
would still need consent from the parents to 
have the report shared with them.  See the Iowa 
TOP Protocol for more information on this topic.       

26 Who "owns" the case for kids 
involved with DHS and JCS initially? 

Whomever is documented in FACS as the 
primary case manager on the case will be the 
one required to complete the CR, CM, and initial 
CS, and invite other raters to do so as well. 

27 What happens when ownership of 
the case switches? 

At this time the case must be dropped from the 
current assigned worker's dashboard and added 
to the new assigned worker's dashboard.  DHS 
is exploring with Kids Insight to have the case 
automatically transfer to the new primary case 
manager for the case as reflected in FACS.   

28 What functions of WellnessCheck 
will be automated? 

DHS is exploring with Kids Insight to have the 
case automatically transfer in WellnessCheck 
from one assigned worker to a newly assigned 
worker to reflect case transfers in FACS.   

29 Custody is transferred from one 
parent to another parent - do you 
still need to continue doing TOP?  

A child is not considered to be in an "out of 
home" placement when custody is transferred 
from one parent to another.  For FACS 
purposes, case planning, IVE, etc., the child is 
still considered to be an in-home case, just in the 
home of a different parent.  However, if custody 
transfer is the only thing that changes and the 
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child is still in an out of home placement, TOP 
will continue to be required until the child in no 
longer in placement (THV included as discussed 
above). 

30 Can JCOs complete the TOP 
outside of Iowa's target population?  
Some JCOs expressed possibly 
wanting to complete the TOP on 
their detention and in-home 
community youth.  

The decision was made that TOP would not be 
required for youth in in-home settings, in 
detention, or in the Eldora State Training School.  
However, if a JCO wants to use TOP on an in-
home community youth or youth in detention or 
the Eldora State Training School, they are able 
add them to WellnessCheck and use the TOP 
tool. 

31 Regarding "crossover cases," when 
the DHS worker is inviting the JCO 
as a TOP rater, or vice versa, what 
designated rater role should be 
selected? 

The role to be used is "Collaborative or 
Community Worker."   

32 Can we add a case that does not 
have a FACS number?  Is it 
possible to use a separate JCS-
specific identifier? 

No, a client should not be added to 
WellnessCheck that does not have a FACS 
number.  DHS is exploring with Kids Insight to 
have an additional identifier added for youth that 
would be specific to JCS cases. 

33 Who do administrators contact to 
have access set up for a new staff in 
WellnessCheck? 

For DHS, the Supervisor should send a request 
to DHS Security (security@dhs.state.ia.us) to 
establish an account for a new worker or 
Supervisor.  For JCS, the Supervisor should 
send a request to Iowa Courts Help Desk 
(help.desk@iowacourts.gov) to establish an 
account for a new JCO or Supervisor. 

34 Where should I document the well-
being status from the Multi Rater 
Report in the Case Permanency 
Plan? 

The Child Well-Being section and Review 
sections of the Case Permanency Plan would be 
good places to include a summary of the Multi 
Rater Report, addressing changes in the child's 
severity of symptoms over the reporting period. 

35 Who do I contact with 
WellnessCheck system issues? 

DHS and JCS staff need to report incorrect case 
assignments and missing cases to the CWIS 
Help Desk (cwishelp@dhs.state.ia.us) so they 
can check into potential issues in our FACS data 
push to WellnessCheck.  All other system issues 
and issues with already existing access 
accounts should be sent to Kids Insight 
Customer Service at (800) 329-0949, extension 
0, from 8:00 am – 6:00 pm CST. 

36 If you send a CS invite to one No, you should not do this.  Instead, contact the 
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provider but they have switched, 
can the email be forwarded to the 
new provider or does a new invite 
need to be generated? 

assigned DHS/JCS worker to generate a new 
CS request for the correct individual.  Each rater 
is identified by their unique email address.  If 
Rater 1 forwards the request to Rater 2 to 
complete, the resulting score will still be 
attributed to Rater 1 in the system.  This 
presents a problem in identifying raters and 
corresponding reports.   

37 If a case is closed down and opened 
back up a year later in 
WellnessCheck, will the new 
assigned worker see all the previous 
CS history and will the last CM and 
CR come up for editing? 

The new assigned worker will see the dates for 
the previous history in the individual client report 
list (on the reports page), but the reports will be 
marked "error" since they are older than 6 
months.  A new assigned worker or Supervisor 
can still access these reports by selecting the 
desired begin/end date and then selecting the 
Multi Rater Report button.  Both the CR and CM 
in this scenario will need to be completed again. 

38 If a case is closed down as a JCS 
case and then opened later as a 
DHS case in WellnessCheck, will 
the new assigned DHS worker see 
all the history from the JCS case?   

No.  In the current WellnessCheck configuration 
the new DHS worker will not see the older JCS 
information because the information is housed in 
two separate database accounts.  

 Questions added 8/1/17  

39 Are referring DHS/JCS workers 
expected to provide the most recent 
Multi Rater Report to providers at 
the time of referral? 

 

No.  Pertinent TOP information will be 
incorporated into other referral documentation. 

40 Will TOP be used to inform DHS 
Case Permanency Plans?  Should 
TOP be used to inform provider 
Service Plans? 

Yes, in conjunction with other case specific 
factors and considerations, TOP results will 
inform the DHS Case Permanency Plan.  
Furthermore, TOP results should be used by 
providers to inform their own service planning 
and intervention strategies. 

41 We have heard that the Multi Rater 
Reports will not be made available 
to contractors.  Is this true?  Who 
can the Multi Rater Report be 
shared with?  

This is not true.  See the Iowa TOP Protocol 
regarding who receives TOP information and 
reports 

42 Who can prompt a new CS form be 
completed? 

DHS and JCS have responsibility for initiating a 
new CS assessment.  If a provider sees value in 
conducting a new CS outside of the timeframes 
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outlined in the Iowa TOP Protocol, they should 
contact the assigned DHS/JCS worker and 
discuss.  It is at the discretion of the assigned 
DHS/JCS worker whether or not a new CS is 
initiated. 

43 Are releases required to be signed 
to allow providers to complete a CS 
form? 

No.  See response to Q&A question #24. 

44 Complete the CS within 7 days - 
does this mean business days or 
calendar days? 

'"Business Day" is defined in the contract and if it 
is not specifically stated, it means calendar days. 

45 Are providers required to complete 
CS forms they have been invited to 
complete by July 31st just as DHS 
and JCS staff are required to do? 

Providers are to complete a CS within 7 calendar 
days of the request from the assigned DHS/JCS 
worker. 

46 What does "mostly" or other Likert 
measures mean? 

"In general, for the most part, as a rule,ordinarily, 
or typically" (e.g., it is mostly true that Billy will 
follow simple instructions to brush his teeth or 
pick up his toys on the first request).  Though 
this may be considered subjective, what is most 
important is for the rater to apply the terminology 
uniformly across all children he/she completes a 
CS for. 

47 What do we do if the wrong person 
is requested to complete the CS - 
an administrator vs. the child's 
therapist? 

Contact the assigned DHS/JCS worker to 
generate a new CS request for the correct 
individual. 

48 Will agency encryption prevent us 
from sending a CS form via email? 

No. 

49 What are expectations regarding 
completing a new TOP when an 
inactive child reenters placement? 

The assigned DHS/JCS worker will need  to 
review and update the last CR and CM 
information entered into WellnessCheck, 
complete a new CS, and invite pertinent others 
to complete a CS on the child.  See the Iowa 
TOP Protocol for the process and corresponding 
timeframes. 

50 How long does WellnessCheck 
store a child's information after the 
case is closed? 

A child's information is available indefinitely.   

51 What happens if I find a duplicate 
record in WellnessCheck? 

Contact the CWIS Help Desk 
(cwishelp@dhs.state.ia.us) and notify them of 
the issue. 

52 WellnessCheck sends a reminder 
email to the assigned worker when 

WellnessCheck sends one reminder to the 
assigned DHS/JCS worker at 10 calendar days 
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folks do not complete a CS request 
that was made via email.  Is it just 
one email to the assigned 
worker?  Also, does the system 
send a reminder to the person we 
sent the CS request to?   

after the invitation was sent.  The email contains 
a link that connects the assigned DHS/JCS 
worker to the case so that he/she can re-send 
the link.  Though WellnessCheck does not 
currently send an automated reminder email to 
the individual invited to complete a CS, we are 
exploring adding this enhancement to the 
system.    

53 Is there the potential to record a 
training that our providers and foster 
parents could access that provides 
them the level of information they 
need regarding TOP and filling out 
the CS?   

We are exploring the development of a training 
video for providers and foster parents that we 
would make available on demand. 

54 How can Service Area 
administrators and supervisors 
receive summary data for their staff? 

Kids Insight is in the process of finalizing 
utilization reports that will enable us to drill down 
to down to the Supervisor and DHS/JCS worker 
levels.  These first reports will likely be available 
in early August and a minimum of monthly 
thereafter, and will be disseminated directly to 
SAMs, SWAs, and Chiefs for further distribution. 

55 Can a Supervisor move a case onto 
another worker's dashboard if they 
don't supervise that worker? 

No, the Supervisor can only add, drop, or 
inactivate cases for their own direct reports. 

56 Can we change the child's name on 
the TOP record if they're adopted or 
the agency creates an alias for the 
child?   

The information can be changed in the child's 
record, allowing all historical information to 
remain consolidated and attached to the child. 

57 Can you provide more guidance on 
which Rater Relationship I should 
select for the various individuals that 
might be requested to complete a 
CS? 

Public Agency Worker of Record – DHS or JCS 
worker assigned to the case 
Private Agency Worker of Record – FSRP/SPS, 
Group Care, Shelter Care, and/or Supervised 
Apartment Living caseworker that is contracted 
to work on the case  
Collaborative or Community Worker – BHIS 
worker, mentor, Community Care worker, Head 
Start worker, etc.  
Relative – any relative, including a relative the 
child is placed with (NOT a parent) 
Placement Family Non-Relative – Foster/Pre-
Adoptive parent 

 Questions added 11/16/17  

58 Q: Who should move cases to an 
Inactive status in WellnessCheck? 

SWCMs, CPWs, and JCOs should not move 
their cases to an Inactive status.  DHS and JCS 
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Supervisors should first confirm it is an 
appropriate time to move a case to Inactive 
before taking such action themselves. 

59 How should DHS, JCS, and 
contracted staff assist children and 
youth in filling out the Clinical Scales 
Form (CS)? 

The CS is ideally filled out by a youth while a 
staff is available to explain what they're being 
asked to do, the timeframe they are to consider 
(past 2 weeks), how it will help them, and to 
answer any questions that might arise as they 
complete the CS.  Staff should not guide the 
interview unless the youth's age or 
developmental level makes this 
necessary.  While staff should allow a youth 
opportunity to respond “anonymously”/alone on 
how they're feeling, it’s also an opportunity for 
the staff to explore with the youth how they're 
doing regarding some items they might have 
responded "all" or "most of the time" on. 

 


